
Attorney/Trustee dockets an event that 
requires payment.   

Overnight job runs to check for individuals 
who have an outstanding balance older than 
48hrs. 

Attorney/Trustee receives an email notify-
ing them that there account is overdue and 
they are locked out of docketing.  The court 
also receives a copy of this notice. 

Attorney/Trustee logs into CM/ECF and 
uses the ‘Internet Payments Due’ program, 
under Utilities, to pay the outstanding bal-
ance. 

After fees have been paid, accounts will be 
automatically unlocked overnight.  A filer 
can also contact the court during working 
hours at 528-4477 in order to be unlocked. 

HOW THE CREDIT CARD LOCKOUT PROGRAM WORKS, AND HOW TO UNLOCK A USER. 

Attorney can pay 
or continue  filing. 

Individual selects ‘Pay 
Now’ from pop-up page. 

Individual selects ‘Continue 
Filing’ from pop-up page. 

Individual is redirected to e-gov 
website where they enter their CC 
information and pay.  Credit card 
information is not stored on their 
website so it has to be entered each 
time. 

CC Module automatically 
dockets receipts in items paid 
for in this transaction.  One 
entry for each docket event. 

Was account 
locked out? 

Done! 
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